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Monthly Returns File Specification

This specification outlines the requirements for the Monthly Return file, including the data required for each field and which fields are mandatory. Monthly Return files must be completed in line with the formats and requirements set out in this document.
The file must include data for all participating members of the Local Government Pension Scheme (LGPS). A separate row is required on the spreadsheet for each contract of employment, with the details on that row relating to that individual employment e.g. the date of admission (DOA) should be the admission date for the individual employment, not the employee’s admission date with the employer.
This document breaks down the fields into sections, based on which fields are required for different scenarios. There is also a full specification from page 13, listing all fields in the order they appear on the Monthly Return file.
For guidance on uploading completed Monthly Return files via the Employer Hub, employers and payroll providers should refer to the separate Monthly Returns Process Guide.
If you require further assistance, please contact Hampshire Pension Services via pensions.eoy@hants.gov.uk.
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General
· Submit the file in a CSV format.
· Do not add, remove, rename, or reorder any columns.
· Submit one row for each pensionable employment/contract. Employees with multiple LGPS employments must have a separate row for each employment.
· All pay figures relate to the monthly pay period only – they are not cumulative figures. This excludes the Annual Full-Time Equivalent Final Pensionable Pay, which is an average of the Full-Time Equivalent pay over the past 12 months.
· If a field is not applicable and not mandatory, leave it blank.
Include:
· All active LGPS members.
· Any members who joined or left the LGPS during the pay period.
· All active casual members, even if they received no pay during the period (in which case, enter 0 for employee and employer LGPS contributions and pensionable pay).
· Any former members who received a backdated payment during the period.
Formatting
· Enter dates in dd/mm/yyyy format (e.g. 01/08/2027).
· Enter monetary values without currency symbols or commas (e.g. 24889.55). 
· Enter Y for Yes and N for No. 
Hours per week
· Casual members: contracted hours per week should be 0.01.
· Full-Time members: contracted hours per week should be 0.
· Part-Time members: contracted hours per week should be their actual weekly hours, e.g. 21. 
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Mandatory fields for all members (including joiners and leavers):
Column A to column I, and EFFECTIVEDATE, SCHEMESECTION, CONTRATE, PENSIONABLEPAY, EMPLOYERCONTS, JOINERFG, LEAVERFG, MEMBERSHIPTYPE.
Additional mandatory fields for members who joined the LGPS during the month (JOINERFG must be Y):
MARITALSTATUS, ADDRESSLINE1, POSTCODE, NEWCONTRACTEDHOURS, NEWSTANDARDHOURS, DOA, PENPAY, OOFG.
Additional mandatory fields for members who left the LGPS during the month (LEAVERFG must be Y):
MARITALSTATUS, REASONFORLEAVING, REDUCTIONINPAY.
Other conditional mandatory fields:
Where SCHEMESECTION = 1 : BASICPENSIONCONTS and MAINSECTIONPENSIONABLEPAY are mandatory.
Where SCHEMESECTION = 2 : FIFTYFIFTYPENSIONCONTS and FIFTYFIFTYSECTPENSIONABLEPAY are mandatory.
Where a BREAKSTARTDATEPM is entered: BREAKREASON is mandatory.
Where NEWCONTRACTEDHOURS = 0.01 : CASUAL must be Y.
Where OOFG = Y : ERDEC, OODATE and OOREASON are mandatory. 
Where REDUCTIONINPAY = Y : PIOVERRIDEDATE and PRE2008FTEPAY are mandatory.
Where AE = Y : EETYPE is mandatory
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The below table is a full list of every field on the Monthly Return file, with a description of the information needed in each field, format examples for each field and whether each field is mandatory.
	Column
	Field name
	Description/information needed
	Mandatory field?
	Max length
	Format example


	A
	// EMPLOYERNO
	Employer reference number. Full lists can be found here. This must be the same for all rows.
	Yes
	5
	00001

	B
	EMPLOYEEMEMBERSHIPNO
	Membership/folder number (these can be found on the Employer Hub). For new joiners, enter 0. 
	Yes
	8
	20012345

	C
	EMPLOYEEPAYROLLNO
	Member’s payroll number as per employer payroll/HR system. Unique payroll numbers are required for each individual pensionable employment.
	Yes
	16
	123456A

	D
	NINO
	Member’s full National Insurance number. Temporary numbers are not accepted.
	Yes
	9
	AB123456C

	E
	TITLE
	Member’s title. (the full list of recognised titles is on page 12)
	Yes
	10
	Mr
Mrs

	F
	FORENAMES
	Member’s forename(s). 
	Yes
	40
	Alan Edward

	G 
	SURNAME
	Member’s surname.
	Yes
	40
	Smith

	H
	GENDER
	Member’s gender (enter the first letter only).
	Yes
	1
	M
F

	I
	DOB
	Member’s date of birth.
	Yes
	10
	01/01/2000

	J
	MARITALSTATUS
	Member’s marital status (the full list of recognised statuses is on page 12)
	Required where JOINERFG=Y or LEAVERFG = Y
	20
	Married
Single

	K
	DATEOFMARRIAGE
	The date of marriage or the date of divorce if marital status has changed.
	No
	10
	01/10/2026

	L
	PHONENUMBER
	Member’s mobile phone number (enter with no spaces).
	No
	11
	01234567891

	M
	EMAILHOME
	Member’s personal email address (preferable).
	No
	70
	Clare@yahoo.com

	N
	EMAILWORK
	Member’s work email address.
	No
	70
	Clare@work.co.uk

	O
	ADDRESSLINE1
	Address line 1. 
	Required where JOINERFG = Y
	50
	1 Test Street

	P
	ADDRESSLINE2
	Address line 2.
	No
	50
	Test

	Q
	ADDRESSLINE3
	Address line 3.
	No
	50
	Test

	R
	ADDRESSLINE4
	Address line 4 - Town/city.
	No
	50
	Test town

	S
	ADDRESSLINE5
	County.
	No
	50
	Test county

	T
	POSTCODE
	Postal code.
	Required where JOINERFG = Y
	8
	SO22 ABC

	U
	JOBTITLE
	Member’s job title.
	No
	60
	Cleaner

	V
	SCHOOL
	The school the member is employed at. This is useful if the school is part of a pooled employer location.
	No
	50
	St Peter’s Primary School

	W 
	EFFECTIVEDATE
	For active members, this is the last day of the month. For leavers during the month, this is the LGPS leaving date.
	Yes
	10
	31/10/2026

	X
	SCHEMESECTION
	Member’s scheme section at the effective date.
	Yes
	1
	Main section: 1
50/50 section: 2

	Y
	CONTRATE
	Employee contribution rate at the effective date.
	Yes
	10
	5.8
2.9

	Z
	BASICPENSIONCONTS  

	Employee contributions paid in the main section of the LGPS (excluding any additional contributions).
	Required where SCHEMESECTION = 1
	10
	950.23

	AA
	MAINSECTIONPENSIONABLEPAY
	Pensionable Pay received in the main section of the LGPS. The total of the actual pay received in the main section of the scheme on which contributions have been calculated, plus any Assumed Pensionable Pay the member is treated as receiving.  
	Required where SCHEMESECTION = 1
	10
	2345.5

	AB
	PENSIONABLEPAY
	Annual Full-Time Equivalent Final Pensionable Pay (as per 2008 regs). An average of a member’s Full-Time Equivalent Pay over the last 12 months.
	Yes
	10
	27666.8

	AC
	FIFTYFIFTYSECTPENSIONABLEPAY
	Pensionable Pay received in the 50/50 section of the LGPS. The total of the actual pay received in the 50/50 section of the scheme on which contributions have been calculated, plus any Assumed Pensionable Pay the member is treated as receiving.  
	Required where SCHEMESECTION = 2
	10
	10000.2

	AD
	FIFTYFIFTYPENSIONCONTS

	Employee contributions paid in the 50/50 section of the LGPS (excluding additional contributions).
	Required where SCHEMESECTION = 2
	10
	400.66

	AE
	APCSEMPLOYEEREGULAR
	Employee Additional Pension Contributions (APCs) paid – regular contribution.
	No
	10
	1000.37

	AF
	APCSEMPLOYEELUMPSUM
	Employee Additional Pension Contributions (APCs) paid – lump sum.
	No
	10
	500.48

	AG
	AVCS
	Employee Additional Voluntary Contributions (AVCs) paid.
	No
	10
	750

	AH
	ARCS
	Employee Additional Regular Contributions (ARCs) paid (only available to members with existing contracts).
	No
	10
	150.5

	AI
	ADDYRSCONTSUM
	Employee Added Years Contributions paid (only available to members with existing contracts).
	No
	10
	300.33

	AJ
	EMPLOYERCONTS

	Employer contributions paid in respect of the member’s pensionable pay.
	Yes
	10
	1001.24

	AK
	APCSEMPLOYERREGULAR
	Employer Additional Pension Contributions (APCs) paid – regular contribution.
	No
	10
	835.48

	AL
	APCSEMPLOYERLUMPSUM
	Employer Additional Pension Contributions (APCs) paid – lump sum.
	No
	10
	5000

	AM
	EMPLOYERAVCS
	Employer Additional Voluntary Contributions (AVCs) paid.
	No
	10
	205.2

	AN
	PARTTIMEBUYBACKCONTS
	Part time buy-back contributions paid.
	No
	10
	950.23

	AO
	BREAKSTARTDATEPM
	The start date of an unpaid break in a member’s pensionable membership, where the member did not buy back lost pension.
	No
	10
	15/10/2026

	AP
	BREAKENDDATEPM
	The end date of an unpaid break in a member’s pensionable membership, where the member did not buy back lost pension.
	No
	10
	21/10/2026

	AQ
	BREAKREASON

	The reason for an unpaid break in pensionable membership. (the full list of recognised break reasons is on page 12)
	Required where BREAKSTARTDATEPM is entered
	4
	S 
C 
A

	AR
	HOURSCHANGESTARTDATE
	The start date of a change to a member’s hours per week. This is only required where a change of hours is being notified and the member is protected.
	No
	10
	01/11/2026

	AS
	NEWCONTRACTEDHOURS

	The new hours per week from the hours change start date, or from the date of admission if the member is a joiner.
	Required where JOINERFG = Y
	10
	30

	AT
	NEWSTANDARDHOURS

	The new Full-Time hours per week from the hours change start date, or from the date of admission if the member is a joiner.
	Required where JOINERFG = Y
	10
	37

	AU
	PREVCONTRACTEDHOURS
	The previous hours per week (up to the day before the hours change).
	No
	10
	25

	AV
	PREVSTANDARDHOURS
	The previous Full-Time hours per week (up to the day before the hours change).
	No
	10
	37

	AW
	DOA
	Date of admission to the LGPS (LGPS start date).
	Required where JOINERFG = Y
	10
	10/10/2026

	AX
	CASUAL
	Confirm whether the member is a casual worker.
	Required where NEWCONTRACTEDHOURS = 0.01
	1
	Y

	AY
	PENPAY
	Annual actual pensionable pay for new joiners, based on hours per week.
	Required where JOINERFG = Y
	10
	20000

	AZ
	AE
	Confirm whether the member has been auto enrolled to the LGPS.
	No
	4
	Y or N

	BA
	EETYPE
	The employee type of a new joiner. (the full list of recognised employee types is on page 12)
	Required where AE = Y
	6
	EJ 
NEJ 

	BB
	OORECDDATE

	The date the ‘Declaration of Opt Out’ form was received by the employer.
	No
	10
	05/11/2026

	BC
	ERDEC
	Declaration that the employer has seen the Opt Out notice and provided enrolment information. 
	Required where OOFG = Y
	1
	Y or N

	BD
	OOFG
	Confirm whether the member opted out of the LGPS within 3 months of joining, and contributions have been refunded via payroll.
	Required where JOINERFG = Y
	1
	Y or N

	BE
	OODATE
	The date that the member opted out of the LGPS.
	Required where OOFG = Y
	10
	31/10/2026

	BF
	OOREASON
	The reason for opting out of the LGPS.
	Required where OOFG = Y
	2
	AE – Auto Enrolment
C – Contractual i.e. LGPS regulations

	BG
	DISCFG
	Confirm whether the member has opted out of Electronic Communication for disclosure purposes.
	No
	1
	Y or N

	BH
	JOINERFG
	Confirm whether the member joined the LGPS within the payroll period. 
	Yes
	1
	Y or N

	BI
	LEAVERFG
	Confirm whether the member left the LGPS within the payroll period. 
	Yes
	1
	Y, N or T (TUPE transfer)

	BJ
	REASONFORLEAVING

	The reason that the member left the LGPS. (the full list of recognised reasons for leaving is on page 12)
	Required where LEAVERFG = Y
	100
	Resignation 
Opt out


	BK
	REDUCTIONINPAY

	Confirm whether the member has had a reduction in pay.
	Required where LEAVERFG = Y
	1
	Y or N

	BL
	PIOVERRIDEDATE

	If you are using previous years’ pay, confirm the effective date of the pay.
	Required where REDUCTIONINPAY = Y
	10
	12/04/2020

	BM
	PRE2008FTEPAY

	Annual Full-Time Equivalent Final Pensionable Pay (as per 2008 regs).  Annualised Full-Time Equivalent pay from the previous 365 days or grossed up to an annual figure if the period covered is less than 365 days. Where a member works term-time only, provide the FTE pay for the term-time periods only or the best 1 in 3.           
	Required where REDUCTIONINPAY = Y
	10
	21000

	BN
	REDUCTIONWAIVED
	Confirm whether the employer is waiving the early retirement reduction.
	No
	1
	Y or N

	BO
	TYPEOFILLHEALTHRET
	Confirm the tier or ill health retirement that the member has qualified for, if applicable.
	No
	1
	1, 2 or 3

	BP
	SERIOUSILLHEALTH
	Confirm whether it is a serious ill health.
	No
	1
	Y or N

	BQ
	ASSUMEDPENPAY
	The annual Assumed Pensionable Pay figure to be used in the calculation of ill health enhancement.
	No
	10
	20000
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	NOTES
	Free-text field for any notes relating to the member.
	No
	250
	*FREETEXT*

	BS
	QAPAEMPLOYEEREGULAR
	Employee QAPA regular contributions
	No
	10
	1000

	BT
	QAPAEMPLOYEELUMPSUM 
	Employee QAPA lump sum contributions
	No
	10
	500

	BU
	QAPAEMPLOYERREGULAR 
	Employer QAPA regular contributions  
	No
	10
	800

	BV
	QAPAEMPLOYERLUMPSUM 
	Employer QAPA lump sum contributions  
	No
	10
	500

	BW
	MEMBERSHIPTYPE
	Standard or Elected Member & Scheme Section
	Yes
	25
	Standard Member - Main
Standard Member - 5050
Elected Member - Main
Elected Member - 5050
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· Column E: TITLE - Recognised titles are: Baroness, Cllr, Col, Coroner, Dr, Drs, Lady, Lord, M s, Mdm, Miss, Mr, Mrs, Ms, Mstr, Mx, Prof, Rev, Revd, Rvt, Sir, Sr

· Column J: MARITALSTATUS - Recognised statuses are: Civil Partner, Divorced, Married, Partner, Same Sex Marriage, Separated, Single, Widowed, Unknown

· Column AQ: BREAKREASON - Recognised break reasons are: S (Strike break), C (Career break), PL (Paternity leave), M (Maternity leave), A (Authorised absence)

· Column BA – EETYPE - Recognised employee types are: EJ (Eligible Jobholder), NEJ (Non-Eligible Jobholder), EW (Entitled Worker), CO (Contractual Joiner)

· Column BJ: REASONFORLEAVING - Recognised reasons for leaving are: Resignation, Dismissal, End of contract, Redundancy, TUPE, Opt out, Death in service, Voluntary retirement - age 55 or over, Ill health retirement, Redundancy retirement – age 55 or over, Efficiency retirement - age 55 or over, Flexible retirement - age 55 or over

· Column BW: MEMBERSHIPTYPE - Recognised membership types are: Standard Member - Main, Standard Member - 5050, Elected Member  - Main, Elected Member - 5050
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Double-click the icon below to open an Excel spreadsheet showing some example rows on a Monthly Return file. There are notes and annotations for each row and for each mandatory column. The data on the example file is anonymised. Please note that if the file was to be uploaded, it would first need to be saved in a csv format. 
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Monthly Returns example file
Monthly Returns File Template

		// EMPLOYERNO

Selwood, Theo: Mandatory for all members.
		EMPLOYEEMEMBERSHIPNO

Selwood, Theo: Mandatory for all members.
		EMPLOYEEPAYROLLNO

Selwood, Theo: Mandatory for all members.
		NINO

Selwood, Theo: Mandatory for all members.
		TITLE

Selwood, Theo: Mandatory for all members.
		FORENAMES

Selwood, Theo: Mandatory for all members.
		SURNAME

Selwood, Theo: Mandatory for all members.
		GENDER

Selwood, Theo: Mandatory for all members.
		DOB

Selwood, Theo: Mandatory for all members.
		MARITALSTATUS

Selwood, Theo: Mandatory for all joiners and leavers.		DATEOFMARRIAGE		PHONENUMBER		EMAILHOME		EMAILWORK		ADDRESSLINE1

Selwood, Theo: Mandatory for all joiners.		ADDRESSLINE2		ADDRESSLINE3		ADDRESSLINE4		ADDRESSLINE5		POSTCODE

Selwood, Theo: Mandatory for all joiners.		JOBTITLE		SCHOOL		EFFECTIVEDATE

Selwood, Theo: Mandatory for all members.
		SCHEMESECTION

Selwood, Theo: Mandatory for all members.
		CONTRATE

Selwood, Theo: Mandatory for all members.
		BASICPENSIONCONTS

Selwood, Theo: Mandatory if SCHEMESECTION is 1.
		MAINSECTIONPENSIONABLEPAY

Selwood, Theo: Mandatory if SCHEMESECTION is 1.
		PENSIONABLEPAY

Selwood, Theo: Mandatory for all members.
		FIFTYFIFTYSECTPENSIONABLEPAY

Selwood, Theo: Mandatory if SCHEMESECTION is 2.
		FIFTYFIFTYPENSIONCONTS

Selwood, Theo: Mandatory if SCHEMESECTION is 2.
		APCSEMPLOYEEREGULAR		APCSEMPLOYEELUMPSUM		AVCS		ARCS		ADDYRSCONTSUM		EMPLOYERCONTS

Selwood, Theo: Mandatory for all members.
		APCSEMPLOYERREGULAR		APCSEMPLOYERLUMPSUM		EMPLOYERAVCS		PARTTIMEBUYBACKCONTS		BREAKSTARTDATEPM		BREAKENDDATEPM		BREAKREASON

Selwood, Theo: Mandatory if BREAKSTARTDATEPM has been provided.
		HOURSCHANGESTARTDATE		NEWCONTRACTEDHOURS

Selwood, Theo: Mandatory for all joiners.		NEWSTANDARDHOURS

Selwood, Theo: Mandatory for all joiners.		PREVCONTRACTEDHOURS		PREVSTANDARDHOURS		DOA

Selwood, Theo: Mandatory for all joiners.		CASUAL

Selwood, Theo: Mandatory if NEWCONTRACTEDDHOURS is 0.01.		PENPAY

Selwood, Theo: Mandatory for all joiners.		AE		EETYPE

Selwood, Theo: Mandatory if AE is Y.		OORECDDATE		ERDEC

Selwood, Theo: Mandatory if OOFG is Y.		OOFG

Selwood, Theo: Mandatory for all joiners.		OODATE

Selwood, Theo: Mandatory if OOFG is Y.		OOREASON

Selwood, Theo: Mandatory if OOFG is Y.		DISCFG		JOINERFG

Selwood, Theo: Mandatory for all members.
		LEAVERFG

Selwood, Theo: Mandatory for all members.
		REASONFORLEAVING

Selwood, Theo: Mandatory for all leavers.		REDUCTIONINPAY

Selwood, Theo: Mandatory for all leavers.		PIOVERRIDEDATE

Selwood, Theo: Mandatory if REDUCTIONINPAY is Y.		PRE2008FTEPAY

Selwood, Theo: Mandatory if REDUCTIONINPAY is Y.		

Selwood, Theo: Mandatory for all members.
																																																																																																																																REDUCTIONWAIVED		TYPEOFILLHEALTHRET		SERIOUSILLHEALTH		ASSUMEDPENPAY		NOTES		QAPAEMPLOYEEREGULAR 		QAPAEMPLOYEELUMPSUM 		QAPAEMPLOYERREGULAR 		QAPAEMPLOYERLUMPSUM 		MEMBERSHIPTYPE

		5000

Selwood, Theo: Row 2:
This example row shows a member who was active in the 50/50 section of the LGPS for the whole pay period. They had an unpaid break in service during the period.
				

Selwood, Theo: Mandatory for all members.
		20159566		10001		AB000001C		Mr		Joe		Bloggs		M		6/1/70																												7/31/26		2		2.9						28331.99		2350		68.15												376										7/3/26		7/4/26		A																																		N		N																												Standard Member - 5050

		5000

Selwood, Theo: Row 3:
This example row shows a member who joined the LGPS during the pay period.
						

Selwood, Theo: Mandatory for all members.
		20159567		10002		AB000002C		Mrs		Jane 		Doe		F		7/7/90		Married				07711123456		jane.doe@outlook.com				1 Test Street						Winchester				SO22 1BC		Cleaner				7/31/26		1		5.5		50		909.09		27500																145.45																		10		37						7/5/26				7432.43		N		EJ						N						N		Y		N																												Standard Member - Main

		5000

Selwood, Theo: Row 4:
This example row shows a member who was active in the LGPS for the whole pay period. They had a change of hours during the period.								

Selwood, Theo: Mandatory for all members.
		20159568		10003A		AB000003C		Miss		Beth		Smith		F		12/31/95																												7/31/26		1		5.8		122.96		2120		26247						200										339.2																7/15/26		35		37		30		37																								N		N																												Standard Member - Main

		5000

Selwood, Theo: Row 5:
This example row shows a member who left the LGPS in one of their employments during the pay period.										

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all joiners and leavers.										

Selwood, Theo: Mandatory for all joiners.										

Selwood, Theo: Mandatory for all joiners.						

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory if SCHEMESECTION is 1.
		

Selwood, Theo: Mandatory if SCHEMESECTION is 1.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory if SCHEMESECTION is 2.
		

Selwood, Theo: Mandatory if SCHEMESECTION is 2.
												

Selwood, Theo: Mandatory for all members.
														

Selwood, Theo: Mandatory if BREAKSTARTDATEPM has been provided.
				

Selwood, Theo: Mandatory for all joiners.		

Selwood, Theo: Mandatory for all joiners.						

Selwood, Theo: Mandatory for all joiners.		

Selwood, Theo: Mandatory if NEWCONTRACTEDDHOURS is 0.01.		

Selwood, Theo: Mandatory for all joiners.				

Selwood, Theo: Mandatory if AE is Y.				

Selwood, Theo: Mandatory if OOFG is Y.		

Selwood, Theo: Mandatory for all joiners.		

Selwood, Theo: Mandatory if OOFG is Y.		

Selwood, Theo: Mandatory if OOFG is Y.				

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all members.
		

Selwood, Theo: Mandatory for all leavers.		

Selwood, Theo: Mandatory for all leavers.		

Selwood, Theo: Mandatory if REDUCTIONINPAY is Y.		20159569		10003B		AB000003C		Miss		Beth		Smith		F		12/31/95		Single																										7/14/26		1		5.5		7.95		144.55		25671.44																23.13																																																N		Y		Resignation		N																								Standard Member - Main





mailto:jane.doe@outlook.com


image1.emf
Monthly Returns  example file


image2.png
\ HAMPSHIRE
§ PENSION

SERVICES




